
“HOW TO” TUTORIAL



Then, on the CHRTAS Main 
Menu, click on “Prepare 

Application”

First, log on to CHRTAS*

*Quick Link to CHRTAS

https://www.atrrs.army.mil/channels/chrtas/default.asp

https://www.atrrs.army.mil/channels/chrtas/default.asp


The  CHRTAS Application 
System screen will appear

Select FY from the drop down 
menu



Next, select the Region where 
the course will be offered



Then, select the Course 
that you wish to attend

And click on Search



Click on the location 
where the course will 

be held

Then, click on the class number 
for the date you wish to attend



Verify course 
information

Add alternative date 
range



Verify/update personal information

NOTE:   Pay Plan for KN 
employees is “F – NON-US 
MILITARY OR CIVILIAN”

And Pay Grade is “FC”



Use AKO e-mail addresses 
for yourself and your 

immediate supervisor.  
Double check accuracy

Add justification if 
needed

Finally, click on “Submit 
this Application”



Review e-mail 
addresses. If OK, 

click OK



Click OK

This notification 
appears

Then click here to return to Main Menu



Click here to logoff 
or                    

Choose another 
function


